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DEPARTMENT OF STATE 

* EFFICIENCY REPORT 

Foreign Sorvleo Officer*, R#*#rve Officer*, and Stoff Officer* Clo»»o» 1 - 10 
Civil Service Officer., GS-7 and above 


| | miumk report 

| 1 INTERIM report on deperture of 

I 1 RATINE OFFICER 
□ RATIO OFFICER 

□ CHANOE OF DUTY 


DISTRIBUTION 

On Foreign SorvIc. p.r.onn.l, prepare two copi... Forward original .o Deportment; r.toin duplieof in po.f. filo. 

On Civil Sorvico per sonne I , prepare three copie.. Forward original to Office of Pbr.onn.l; retain duplicate ,n admm,.- 
trotive officer’* file; give triplicate to rated officer. 


NOTE: Rating officer* are cautioned t 
OFFICER BEING RATED (Lo»f. first, miefd/e) 


d to read instruction, contained in Form FS-3150) prior to proportion of thl* report. 


OFFICER’S j CLASSIFICATION TITLE OF POSITION 


CLASS OR GRADE 
OF POSITION 



SIGNATURE OF RATING OFFICER 

SIGNATURE OF REVIEWING OFFICER 

TYPED NAME OF RATING OFFICER 

TYPED NAME OF REVIEWING OFFICER 


DIPLOMATIC OR CONSULAR TITLE (If any) 

PERIOD COVERED BY REPORT | DATE SUBMITTED TO DEPT 


WAS REVIEW PANEL USEOt 
□ YE* □ NO 


HAVE THE COHTENTS OF 
THIS REPORT BEEN DISCUSS- 
ED WITH THE OFFICER 
RATED* 

□ *■* a no 


TYPED CLAS* AND TITLE OF RATING OFFICER 


I REPORT? 


□ ye* n no 


PART I - EVALUATION OF D UTIES PERFORMED 

— ~ PURPOSE 


proi.al of hi* performance i n Port V. __ — — — - — 

— ' '** A. DESCRIPTION OF DUTIES OR PERFORMANCE REQUIREMENTS : . 
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well known, *heuld be described in considerably greater detail. 

r„ ci.il ~i» jaatSsSTs 

nbilitv mklll* and other factor* Mated in term* of quality, quantity, manner, timeline** or “ 

• i TU office’, performance will be r ated agaln.t tho.e requirement. In Port V. 
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P I - EVALUATION OF DUTIES PERFORMED Jnt’d.) 

BrpERFORMANCE EVALUATION BY POSITION FUNCTIONS 

INSTRUCTIONS 

Referring to the functional categories and subcategor ie s shown in Form FS-315(i), Section 3. IB, list under Assignment 
eoch major function of the position to which rated officer has been assigned during rating period. In accordance with instruc- 
tions found in Form FS-3l5(i), Section 3, relotive to rating in terms of six levels, evaluate relative ability of the rated officer 
by encircling the appropriate number to the left of each function or activity. Show percentage of time spent in eoch. 


EVALUATION OF WORK 
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PART II - PERSONAL QUALITIES 


PURPOSE 

To provide the Department with an evaluation of the persona! qualities of eoch officer reported on 

INSTRUCTIONS 

In accordance with instructions found in Form FS-315(i), Section 3, relative to rating in terms of six levels, encircle the 
number following eoch quality which in your judgment best represents the level of the officer being rated. See Section 3.2 of 
the Instructions for definitions of the following qualities. Each factor must be rated 


EVALUATION OF WORK 
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PART III • FUNCTIONAL FACTORS 

PURPOSE 

To provide the Department with an ovoluation of tho officor’t knowltdp# of the primary functional coltporiil of work, In- 
cluding thdt in which engaged at present timo, assigned to officer poroonnol. 

I NSTRUCTIONS 

In accordance with in»truction» found in Form FS-315(i), Section 3, relative to rating in terms of six levels, indicote 
your evaluation of the officer with reference to the following factors. Foctors not observed or in no way pertinent to the job 
should be SO checked. See Section 3.3 of the Instructions for definitions of the following foctors. Mark every foctor. 


NOT OB- NOT PER- 

FACTORS SERVED TINENT 


1. Understanding of admini strati ve practices 


2. Understanding of commercial foctors 


3. Understanding of consular duties 


4. Understanding of economic foctors 


5. Understanding of intelligence functions 


6. Understanding of international organisation affairs 


7. Understanding of labor foctors 


8 Understanding of political foctors 


9. Understanding of public affairs programs and techniques 


PART IV - OTHER FACTORS 

PURPOSE 

To provide the Deportment with an evaluation of specific factors relating to the officer s knowledge and performance 
on thi s job. 

I NSTRUCTIONS 

In accordance with instructions found in Form FS-3l5(i), Section 3, relative to rating in terms of six levels, indicate 
your evaluation of the officer with reference to the following foctors. Factors not observed or in no way pertinent to the job 
should be eo checked. See Section 3.4 of the Instructions for definitions of the following qualities. Mark every factor. 
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NOT OB- 

NOT PER- 

SERVED 

TINENT 


1 

2 

1 

2 

1 

2 


1. Effectiveness in applying laws and regulations correctly 


2. Thoroughness and accuracy of work 


3. Analytical ability and keenness of perception 


4. Effectiveness of written expression 


5. Effectiveness of oral expression 


6. Negotiating ability 


7. Skill in dealing with the public 


8. Effectiveness as a supervisor 


9. Managerial effectiveness 


10. Cost conciousness 


11. Security consciousness 


PART V - COMPREHENSIVE COMMENTS AND RECOMMENDATIONS 



Detailed instruction for the preparation of this narrotlve section are cental ned In Section 3.5 ef Form FS-3150) Instruc- 
tions fer Completing Form FS-315, Efficiency Report. Those instructions should be fellewed cerefully. (Begin Pert V an 
separate page.) 


PART VI - REVIEWING OFFICER'S STATEMENT 


The Reviewing Officer Is required to attach to this report o statement Indicating whether he concurs In the retina and 
why. Me should c omment an extent of observation of rated officer's work, whether rwted officer had Adequate supervision end 
guidance, whethe r e good working relationship existed between the feted officer end rating officer, whether the report appears 
strict or lenien t , end any other matters he deems pertinent. Furthermore he should indicate whether his own comments Hove 
been discussed with the rated officer. 
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OVER ALL EVALUATION 

i ___ FOR CIVIL SERVICE OF FICERS 

PURPOSE 


INSTRUCTIONS ~ ~ " 


RATINC LEVELS 

UNSATISFACTORY: An employe* whose performone. b.co™, .0 deficient in Important work requirements os to bo com. In- 
. *'!7* ,ba . r ," C j ,V * th ® ,0,ln 9 Un» of is factory. However, this rating eholi not be given unloss pre- 

7"!'r t warnin 9 indicating specifically th. employ.. 1 , strength, and weokt£...s, 
pTo*rMwllr»r™^ thl^ I P,* ,f ~ mo " c * «< *«»» position, and bow he must im- 

ni^JL Joys b.fLr^«Lt^ b r .* m * n f UCh ° W,,rt T w » rntn « 7°»* bo given to tb. employe at l.ost 
ZslZtLe£eZl7, Z* V ^ h u ra *'"9- An Unsatisfactory rating must be supported by a 

™aXL u^ ' nd leaf 1 no wber.m bis performance is unsatisfactory, th. facts of tb. prior warning 

r.v.L^ f< m ° d * 0 ,ef wornin S he, P ,h * •mployo. bring his performance up to a sotisfoct«y 

SATISFACTORY: An.mployo. whoso performance cl.arly mo.t, all basic requirements shall b. rated Satisfactory This 

roting'in eny i^ns. ° *" " '°° m ** ,m P rov * m *"*« "»< •>. considered a low or uJd.shabl. 

OUTSTANDING: b ® ”»* d OuUtondin, when all aspect, of hi. performance not only exceed requirement. 

bUt ** Outstanding ond d.s.rv. special commendation. This rating must b. suoDarted hv n .. 

l^pscT' aS 0^tind*n ail , ,h * '•° ,on ‘ ,or considering the officer 1 , performance outstanding In every 
Outstanding rating must be approved by the Reviewing Officer and th. Performance Rating 

Sss.js por, ‘ *• — - - p - v concur 


OUTSTANDING: 


(~_1 UNSATISFACTORY - Performance clearly fails to meet basic requirements. 
SATISFACTORY - Performance clearly meets all basic requirements. 


f I OUTSTANDING - Performance in e 


very respect is outstanding ond deserves special commendatit 


■sTgnaTURE OF RATED CIVIL EEKVICE OFFICER (Indicm.s discussion held) 


APPROVED BY PERFORMANCE MATING COMMITTEE 


sTgnaTUPE OF RATED OFFICER (Indicates receipt of rating; 



FS-315 


LIMITED OFFICIAL USE 

Completed on F or* ion S*rWc# P*rsor»n*/) 




